Accounting/ Billing 
Mo. 


You can’t get a clerk for the price of this book- 
keeping service 

Flexibility permits you to take some of the accounting ap- 
plications off the system when there’s a slowdown 


A modern charitable organization keeps track of its $6 
million annual funding with an outside dp service 
Write it once: Write it right 

A Toronto law firm uses a one-write system to provide 
data for both accounting and analytical needs 


On-line system handles billing, inventory, royalties Oct. 
One record company’s rapidly expanding business is now 
handled on a single system 


Communications 


Information manager man of the hour 

He’s an executive who is an expert in managing com- 
puter, office and telecommunications systems 
Communications revolution just ahead 

Paper files will disappear and it may cost as little as 5¢ to 
“mail” a letter from Montreal to Vancouver 


Hospital communications must never be snarled..... Aug. 
lhe traditional overhead paging loudspeakers may be re- 
placed to open lines of communication, and reduce cost 


You may soon own your own phone equipment Aug. 
Recent decisions indicate that Canadian telephone com- 
panies’ stranglehold on ownership of equipment may be 
easing 


Facsimile network saves $40,000 in six months........ Sept. 


Chrysler uses coast-to-coast system to control movement 
of auto parts 


FEB SU I oi isicriininccicatisincsetemmapieaitbain Sept. 


A little noticed legal move could be an explosive develop- 
ment in the history of data processing 


Wall charts signal priorities, problems ................00.. Nov. 
Wall charts— yes, wall charts——play key role in space age 
technology 


Copy/Duplicating 


Facilities easily meet demands of 77 lawyers ........... Feb. 


How a prestigious law firm met the paper explosion head 
on 


46 


How to choose your next copier like a professional. Apr. 
Seven common sense pointers to keep you alert, even 
when a sales pitch has you mesmerized 

Buying copiers pays off 

Substantial savings have been realized by a service busi- 

ness that has switched to owning its own photocopiers 


Foresees intelligent copier at heart of changes 
coming 

Longer print runs, increased duplexing, and technological 
changes will affect the economies of in-house duplicating 
White House tests super copier 

The office of the future may already be upon us if a new 
breed of intelligent copier reaches the market 


Data Processing 


Small business computer bridges the gap from the 

DE icisiaciseiiiblisaiesiiteitan ahaa citinpacenenicanana tains Feb. 
Technology of the 70s rescues Chappell and Co. from sea 

of paper 

Total on-line system runs office, plant 

Even a production card in the plant affects the general 
ledger 

Township tax rolls handled with ease 

When 6,500 residents swell to a summer population of 
20,000, township office staff is strained 


Small computers: they're workmanlike, sophis- 
ticated and almost indispensible 

Includes state of the art, the new role of the micro- 
computer, and an easy guideline to buying a computer 

Computer sorts out membership, mailings and de- 
mographics for CMA 

National medical manpower data bank is planned 


Environment 


It’s o.k. to move the desks around 
If you want to mess up the designer's plan, that is 


Open plan furniture, equipment will grab 80% of 
I Te vieinerctisspiitcnieliorntotacihahasinaialisitaricnaninaitinen Apr. 
The landscaped office, says Tom Hanson, offers the clos- 

est thing yet to the ideal 

Togetherness—with privacy 

One company has turned a noisy bullpen into a pleasant 
place to work 

Montreal firm’s design WIMS..........:.c:ccccccsseseeseseeeeeeees July 
Federal government competition produces the modular 
furniture system it will use to replace obsolete equipment 
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when a sales pitch has you mesmerized 
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ness that has switched to owning its own photocopiers 


Foresees intelligent copier at heart of changes 
coming 

Longer print runs, increased duplexing, and technological 
changes will affect the economies of in-house duplicating 
White House tests super copier 

The office of the future may already be upon us if a new 
breed of intelligent copier reaches the market 
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of paper 

Total on-line system runs office, plant 

Even a production card in the plant affects the general 
ledger 

Township tax rolls handled with ease 

When 6,500 residents swell to a summer population of 
20,000, township office staff is strained 


Small computers: they're workmanlike, sophis- 
ticated and almost indispensible 

Includes state of the art, the new role of the micro- 
computer, and an easy guideline to buying a computer 

Computer sorts out membership, mailings and de- 
mographics for CMA 

National medical manpower data bank is planned 


Environment 


It’s o.k. to move the desks around 
If you want to mess up the designer's plan, that is 


Open plan furniture, equipment will grab 80% of 
I Te vieinerctisspiitcnieliorntotacihahasinaialisitaricnaninaitinen Apr. 
The landscaped office, says Tom Hanson, offers the clos- 

est thing yet to the ideal 

Togetherness—with privacy 
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place to work 
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What’s scarce as hen’s teeth? Office space in Cal- 
gary - 
There’s a critical shortage of office space; demand is now 
nearly 2 million square feet a year 


Green revolution 
Office plants are becoming more and more popular. An 
expert advises on choice, maintenance, and buying tips 


Filing hang-ups 
The ordinary woes and triumphs of people who have to 
file 


14 urgent reasons to consider your records man- 
agement act 

Is your office among the “most (which) waste 65 cents of 
every $1 spent in handling records”? 


DVA files update: computer and color 
Searches and people are drastically cut with new system 


“The trick is to come up with systems geared to 
easy retrieval” 


Now that the computer doesn’t handle records, the 
filing system is easier 

A simple, inexpensive idea: customers’ statements are 
stored inside their credit records 


In-plant Printing 


Advice to in-plant managers: diversify 
Plan now to become a communications manager, says Ea- 
ton’s Bill Mackie 


In-plant managers share CoSt-CutteTS .............:00000+ July 
Four veteran managers reveal how they shave costs to 
meet budgets 


Print shop output up, costs down 
Halifax Insurance Co.’s in-plant shop is a tightly-run op- 
eration, now that the 4250 has been added 


Fickle paper markets keep buyers on edge 
The fluctuating dollar, new tariff negotiations and eco- 
nomic uncertainties present new challenges 


Five presses keep CP’s printing on-track 

CP uses a variety of equipment to meet its printing re- 
quirements: sometimes as much as half a million sheets 
per week 


Mail Room/ Addressing 


Post Office fights for good reputation 

Faced with stiff competition and charges of mail bag bun- 
gling, the PO is attempting to regain its share of the mar- 
ket with a range of new and improved services 
Ontario saves cash with courier service 

Ontario’s Ministry of Government Services examined the 
question of courier service after a mail strike. Their find- 
ings saved taxpayers a considerable sum 

The Mail mess: private carriers zonked 

The U.S. mail service is having its own difficulties, and 
government action against private carriers is forcing busi- 
ness to find new alternatives 


The mail must get through 
A sampler of some of the latest thinking in mai! room 
equipment 


They could but they don’t use 30,000 envelopes a 


Weekly mailings to 150 shops across the country are han- 
dled with reuseable nylon envelopes 


DECEMBER, 1978 


Management 


If lateral thinking is new to you, these techniques 
may get you going 

Lateral thinking is the companion to logic; it enhances 
the decision-making ability 


How to delegate when you have no one to delegate 


It’s quite a trick; you have to beat the evils of procrastina- 
tion, for one thing 


Editorial Index 


A listing of the 1977 features in Office Equipment & 
Methods and in Canadian Secretary 


How to cope with an unexpected auditor 

A thoughtful blueprint for dealing with the situation eas- 

ily 

Zero-base budgeting: the four basic steps................. Feb. 
It’s a logical, common-sense process—but that doesn’t 

mean it’s simple 

Machine Specification Charts.............cccsssseeeeeeeeees Mar. 


Qyx not planning quick Canadian assault 

The low-priced intelligent typewriter stuns industry 

Behavior modification: new way to improve mo- 
rale, output, profit 

It’s not the frightening mind manipulation of Clockwork 
Orange—just an old-fashioned pat on the back 

These days you needn’t worry about hiring a temp: 
service, quality and guarantees will tickle you pink. Apr. 
You can expect the temporary service to give action on a 

half hour’s notice, if you really need it 


Decisions decisions decisions: when companies 


How companies across Canada use temporary help 


SUT CI II ai owes sors cosicnsnecsennnivonssennsnion Apr. 
Three women explain why they prefer part-time work to 
a steady job 


Your voice will get you through 
Yes, but will it get Rich Little through too? 


It is quite possible to steal successfully—and to 
leave no trace 

There are, unfortunately, more questions than answers on 
security in a computer age 

Security shopping basket 

A mini-catalogue of guard dogs, anti-buggizg devices, 
foolproof locks and the like 





Seven tried-and-true steps to system design 
Ralph Hallam was a systems man more than 50 years ago 


Plain language contracts: there’s action in the U.S.. May 
Canada lags a bit; we still talk in legalese the minute we 
see a form 


“We've got the finest EEO program in the coun- 
try” 

The Royal Bank employs an equal opportunity coordi- 
nator; Marilyn Walton describes her mandate 


The new in-group: people people 

A management consultant predicts that the people who 
will lead business in the future are those with inter- 
personal skills 


Here’s what secretaries say secretaries should do..... June 
An NSA job description provides a complete description 

of the secretarial function 

Survival kits for manages ................c.scssssssersersssseaseree June 
A guide to sorting out some of the inherent conflicts in 

the managerial role 

Stress: manage it and make it work for you 

“We don’t want to live a life void of stress; we need stress 

and we're usually smart enough to go after it” 

QWERTY is still king 

Standard typewriter keyboards are outmoded and 
inefficient, but you can’t convince secretaries of it 

Forms industry awaits mini computer boom 

CBFA president predicts a strong future for the industry 

Yes, you can cut costs with forms management 

Carefully designed and controlled. a forms management 
system can reduce costs by 20 to 40% 


Why is no one managing paper? ...........:ceeeeeeeeee Aug. 
A management consultant believes that much paperwork 

is avoidable; he advocates a continuing paperwork audit 

Pe NIE NII cscs neinsvsineniteeensiiomecttinapcivinesiancigen Aug. 
How three Canadian forms manufacturers improved 
forms handling efficiency 

Canadian office workers better paid than U.S 

They also work a shorter week and enjoy more holidays 
en Or NII stcinsiceennetiereasansininieiesntslnnnctininns Oct. 


A woman management consultant advises women how 
not to get pushed around in the office 


Ottawa the next Ghost tOWN? 0.0... eeccescteeeeneseeeeees Oct. 


Shifting government policies coupled with a slack econ- 
omy are playing havoc with the commercial real estate 
market in the capital 

Washington finds ways to cut its own (and others’) 
red tape 
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“If higher-ups knew how much it costs to prepare reports 
they demand on a whim, they'd be horrified” 


Micrographics 


Microfiche joins the fire department 
Firefighters will learn the layout of the building on the 
way to the fire 


Micrographics reduces errors; drawings can be 


How a consulting engineering company saves money on 
building plans 

It was a nice day on November 15, 1840 (the mi- 
crofilm tells you so) 

Micrographics provides the solution for providing an ar- 
chival record with rapid access to the information. 


Word Processing 
WP could save $500,000 


B.C. Tel starts word processing; if it were expanded, the 
saving would be an estimated half million dollars 
Vancouver wp group doubles membership 

A break-away group from the international association, 
Vancouver is happy with its decision 
Photocomposition by computer 

How Stats Canada developed an effective communi- 
cations system 


Without the wp system, they'd work around the 
It was that simple: the manual simply couldn't handle the 
load 

Here’s a master plan for wp feasibility study 


First rule is to know what you're talking about; second 
prepare management—and other employees 


R&D, manufacturing. marketing facilities open in 
Toronto 

AES Data opens 100.000 sq. ft. of space; announces new 
software programs 


Word Power 

A new, every-month report on the world of word process- 

ing 

Why and how to establish a wp chargeback system. Aug. 
The right chargeback system will allow management to 

track costs and provide a firm incentive to operate the wp 
centre in a business-like manner 


Word Power 
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The changing face of word processing 
The wp marketplace has more products and more cate- 
gories of equipment 


Bilingual wp service a first 

Air Canada’s Dorval wp centre reduces turnaround time 

by 33% 

Don’t let work measurement scare you 

Basic aims are increased production and reduced labor, 
without sacrifice in quality of product or service 

Word processing doesn’t stand alone......................... Sept. 
As wp moves into the office-of-the future era, relationships 

with other departments will change markedly 


Re Gh GR RII nasi sesesontnenseninsrevernsstncones Sept. 
A consultant lists nine guidelines; first, learn to do it 
yourself! 


Be I onsite esenseertnenicncmanniitrnatanclaunigaees Sept. 
The current offerings of manufacturers for equipment 
buyers 

Seneca College turns out wp grads ..............c:ceceseeees Sept. 
\ short program for adult retraining has 24 grads in seven 
months 


Word Power 


Seven handle paper from 11 locations.....................-. 
Productivity, quality and accuracy show ‘dramatic im- 
provements 


WP pays off for CP Air: it saved $73,000 in °77 
The turn-around time for a letter would make the post of- 
fice blush 


Canadian Secretary (February supplement) 


Page 


Flora MacDonald, the extraordinary ex-secretary 

I NE TI oc cscssnscerstonsrentvcseininicecnnvervotvsee 9 

Soundoff: would you rather work for a man or a woman? 

Canada’s three best letter-writers: the winners!.................. 13 

Demon coffee 16 

Are secretaries paid enough for the work they do?............. 18 

Job security an issue on the Hill 

Car maintenance, without spending an arm and a leg....... 22 

Do you fit this profile of a top-notch secretary? ..............+. 24 

Champagne with peanut butter sandwiches? —why not?... 29 

Word processing: stepping stone to job levels you never 
dreamed of 

How to keep fit right at your desk 32 

Medical secretaries are special 34 

Fashion: beautiful basics... 

The vinyl forest primeval 39 

Breakfast with panache 

How to see the world without spending the earth 44 

The Last Page 


Canadian Secretary (May supplement) 


Rape: defensive action plan 

Put your head to work where your job’s at stake 
si ncicidecvenicigp nic cannniekcnap aiversniccenwnse 10 
Your boss is promoted: what happens to you?.................... 14 
An eight-hour day becomes meaningless in the oil patch... 18 
Recording a conference: don’t let it floor you 20 
Ann Slanders: moving to your own pad?...............::000000 23 
How to camp and like it, dammit 24 
ee 26 
A taste of the microwave way 29 
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Union talk: what it could mean 

Travel: Canada on sale 

The ins and outs of investing: ...............-.c.cscscsssessserseseseesesees 
Soundoff: What is proper dress for a secretary? ................. 42 
Shape up for summer (diet will do it) 

Legal secretaries court recognition 

Don’t put yourself down with the phone 

Word processing ends boredom . . . sometimes .................. 
The Last Page 


Canadian Secretary (August supplement) 


You don’t have to be bilingual to work in Quebec 

BoM EMMI MERRION sc sces et ccaeanesesnteueeteant souses sotcseexontesevessatexsstyareiNcs 
Credit is great: make it work wisely 

How to buy a stereo 

Hyena, barracuda, seal or squirrel- —which are you?.......... 
Fashion: terrific tweeds, comfortable corduroys................. 
How to be hard-headed—even in the supermarket 
Nudge nudge pinch pinch 

Vacation house-swap 

How to use a desk 

The effect of office technology on human behavior 

Over 40 and out of a job... what NOW? eeeeeteeeeee 
The Last Page 


Canadian Secretary (November supplement) 


Page 
No. 
Why secretaries like being secretaries ..............cccceeeeeseeeeees > 
otih sepapsese sa die disc, sth cag ED nS ae Sr 
How to teach a great dictator 
Ann Slanders: Willsomeonepleasepickupthatphone! 
Stop start turn—Front wheel drive is different 
Profession’s prestige is biggest challenge to NSA 
Fur Fantasy 
The ABCs of filing 
Warm water cruising 
Focus: How to take photos you won't be ashamed to 


Almost everything you need to know to buy a camera 
RRSP Backgrounder 

Sound-off: How do you feel about working overtime?...... 
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